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Job Aid 
Importing Content into ELM  
and Attaching it to a Class 

This job aid will review how to import content into the ELM Content Library. It will then review how 
to attach that content into the Activities section of a class. 

Importing Content into ELM  

First, you must upload your content files into the Content Library so that you can then attach it to 
your course/class.  

To import content into ELM:  

1. Navigate to the sandwich bar in the top left corner of ELM. Select “Admin”, then 
“Learning Admin”.  

2. Click on “Manage Content” and navigate to your designated folder in the “Content 
Library” .  

3. Select your folder from the Production Repository 

 

  

Select your 
folder here This is a list of all 

content in Content 
Library folder. 
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4. Click “Import” (on the right in blue next to the word “Contents”) 

 

 

5. The “Import Content” screen will appear    

 

6. On the “Import Content” screen complete the following fields: 
• Select Content Format 

Ex: SCORM file (or the format your file is saved as) 
 

• Select “Browse” to upload 
 

• Type in the exact “Name” for your content 
 

• Select the “Security Domain”  
Ex: Same as Course/Class level 
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• Select “Player Template”  
Ex: Modern 3 is recommended 

 
• From “Content Server” select “Default Saba Content Server” 

 
• Under “Mobile Device Compatibility” select “All Devices – Responsive” 

 
• Select “Content Type”  

Ex: Learning Objects”  
 

7. Finally, scroll to the bottom and “Save” 
 
 

Attaching Web-Based Content to a Class 
Now that your content has been imported into the Content Library, you must return to the class of 
the Web-Based Training you created, to attach the content (otherwise known as “Activities”).   

1. To locate the class, navigate to the sandwich bar in the top left > Admin > Learning 
Admin > Manage Classes.   

2. Type in the Class ID (preferred) or Title in the respective fields, then select Search.   

3. Click on the class title to select the class and proceed to edit.  

4. From the class page, navigate to the Activities tab at the top. 

5. Select “Add Activities, then “Attach Content”. 

6. A pop-up window will appear. 

7. Select “Browse” and locate the 
folder your content is saved 
under. 

8. Alternatively, you can search for 
the content by name, via 
“Search” feature.  
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9. Once your content is located, select “Add Activities” from the bottom. 

 

 

 

 

 

 

 

 

  Now, you must designate activity 
details from the dropdowns on the 
“Attach Content” screen.  
 

10. Suggested selections are: 

• “Activity Type” – ex: Training Content 

• “Required” –  ex: Required  

• “Status” – ex: Enabled  

• “Attempts on Content” – ex: Unlimited, 
unless you want to set a Limited amount.  

• Finally, select “Save”.  

You should now see your content listed under 
the “Activities” section.  

 

 

Note: If a course is optional,
you still must select, "Required".

Otherwise, it will not appear as
"completed" on a learner's transcript.
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Should you ever need to edit, delete, or disable the attached content, 
you will do so by selecting “Actions”.  

11. The final step to attach content to your class is to select “Save and 
Publish” from the Activities section of the class. 




